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INTRODUCTION
SIGMA/SAP will be the system of record for Training.

You will be able to list, view, register, or submit a cancellation request for your own training requests.
Supervisors of record will approve their employee’s training requests.

General Training
All NAVAIR employees, including civilian and military personnel, will request training through SIGMA.
Mandated Training

You will continue to register for training in mandated systems, i.e., DAWIA training will still be requested
through Register-NOW.

TRAINING BUSINESS RULES

You will request training through:

Web-based Employee Self Service (ESS).
You will have the ability to request courses that are not listed in the training catalog from
external vendors through Ad Hoc functionality - College Courses, Symposiums, Conferences
You will submit documented evidence of training completion (certificate, Sign-In sheet) to 7.3.3
or your Training Coordinator to post training history, i.e., online training, CBT, video, etc.
Planned and Ad Hoc Training Workflow Approval/Certification

o Work-flowed to Supervisor (Manual)

o Work-flowed to BFM, Credit Card Holder or Competency POC (Manual)

o Work-flowed to 7.3.3 (Manual)

Training hours will automatically post to your 40 hour training requirement.
Supervisors will use the legacy training system and SIGMA to view all training for FY03.
Employees can still request a copy of their training record.
Employee may view their training history (from Dec 2002) through the IDP module.

Additional Information:

Generally, courses will need to be scheduled 30 days prior to the start date.

You will not need to do an IDP before taking a training class.

You will need to complete a 1556 form for each course requested.

The Standard Document Number will be manually entered by BFM, Credit Card Holder or
Training POC on the DD 1556 in SAP.

Contractors/External Employees:
Government POC's register contractors for classes
Contact the competency training coordinator who will create the employees in SIGMA
Government POC's register for classes
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TRAINING REQUEST APPROVAL WORKFLOW

The Employee completes the Training Request for a Planned or Ad Hoc Training Event and send
it to a Supervisor for Approval

The Employee’s Supervisor will approve the request and forward it to the appropriate Budget
Manager for financial approval.

The Budget Manager will approve the request and forward it to the appropriate Training Manager
for Training Approval.

After the Training Manager has approved the request, the Employee will be automatically booked
into the course.

A confirmation message will be sent to the Employee’s SAP Business Workflow Inbox after the
Training Request is approved.

If a Training Request is not acknowledged by an Approver by the 4" day, a notification will be
sent to the Employee’s SAP Business Workflow Inbox.

ENTERING MULTIPLE TRAINING REQUESTS AT THE SAME TIME

TIP: If you want to register for more than one Class, you can enter all the course information for both Ad
Hoc and Planned courses through the SAP Employee Self Service (ESS) website first, and then go to
your SAP Business Workplace to fill out the 1556 Forms for all your courses.

IF YOU NEED HELP — WHO TO CALL
Human Resources Training Contacts:

Joji Babuschak 732-323-2763
Joan Clarke 732-323-2912
Marie Pizzella 732-323-7318
Mary Holmes  732-323-7322
Cindy Jones  732-323-2206
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WHAT YOU NEED BEFORE YOU BEGIN ENTERING YOUR TRAINING REQUEST

SAP Employee Self Service (ESS) Logon ID and Password

SAP Desktop (GUI)l Logon ID and Password

Name and course number of the course or courses being requested

Dates of the course(s)

Charges for the course tuition, books, travel, per diem and other expenses.
Name of the Supervisor to approve the Training Request

Charging Object (WBS Element, Network & Activity or Cost Center) paying for the course
and expenses.

tGul= Graphical User Interface, this denotes the standard desktop access to SAP.
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COMPLETING A PLANNED TRAINING REQUEST

The most efficient (and frustration free) way to enter a training request is to follow these two steps to
entering a training request:

1.

request, you will,

2.

Log out of ESS and Log into SAP through the Desktop Icon EXE=E

Log into ESS to enter your Training Request — after entering the basic information for the

The reason for this is that the ESS Website connection is set to time out after a certain period of inactivity.
Thus if you get interrupted or need to find information that delays your processing, the application will
time out, and you may be forced to re-enter some data or even start over.

When using SAP through the desktop icon, the system does not time out so you have more time to
complete your request transaction.

Steps for Completing a Planned Training Request

1. Open Internet Explorer and select mySAP Workplace.com from your Favorites or type the following
URL into the “Address” line: https://ess.navairl.navy.mil. If you are reading this document on line,
click on this hyperlink to open Internet Explorer ane'open the mySAP Workplace.com ESS Website.

-am'.'i-.l'lj" com Workplace - Microsoft Intem et Enplorer provided by Mavy Marine Corps Intramst =] 2|
Fla Bk e Falolee Took  Hdp
[ om v > - D 2] 7] Qs Crom®e  Jroery | Y- o 0 - =) s
Arkrmmn | hietps: ERS ransie Lnswynd ] =] o |
my T Tcom 2. Use your ESS production user ID and 5% gy
] password to sign in.? al mycom
Flease Log On:
[=] InUse |
Usar £} Start Page
Razewpord 3. Follow the menu path: ] Workplace Favorites 2|~
Language [Engn=n =] HR Functions
ESS [=] Roles |
. ¢ HR Functions
C:hange Paseswomd Tralnlng #ESS
[ Office

4. Click on “Training Center” to enter a Planned?® Training Request

\

[> Time Management

[» Personal Infarmation

7 Training
IE’Dis;:ula\,rTraining Requ
& Ad Hoc Training Reque

—— P @ Training Center (Prody

T Wy Bookings (Froducti
[ skills
[ Appraisals
[ Personnel Development
[> Other Functions
[ Other Hot Links

2 Changing your password using the SAP Desktop Icon WILL NOT change your password on ESS. Each must be changed
separately but can be set to the same password.
® Planned Training Courses appear in the Existing Business Event Catalog
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5. If you know the name of the Course you
want, enter it in the “Find” field. See the TIP

Trai |i'||_! Cenler

on Searching in the footnote below.* \
Finid

TIP: You can also Search for a Course by
picking one or more of the Selection Choices
in the Drop Down lists under Subject Area,
Period, and/or Location, e.g., Lakehurst, NJ.

TIP: The resulting list of Courses can be
sorted by any of the fields, Name, Start or
End Date, Location, Price, etc. by clicking on
the column header field.

NOTE: If the “Free places” light is Green
@@ there are seats available. If Red @@ no
seats are available.

6. To Select a Course, click on “Add to basket”
on the line of the Course you want. This will
highlight the line and put the course in your
shopping basket.

TIP: If there are Notes related to the Course
you selected, this message is displayed. You
can view any these notes by clicking on the
“To shopping basket” To shopping basket
button.

If you DO NOT want to view the notes, click

OK 9 |10 add the course to your basket.

’_rr/_'lw Toah0pping basket
7. Click the “To shopping basket”

| button to add the
course to your basket.

To shopping hasket

8. When you are finished choosing courses,
click on the “Proceed to Request”
Froceed to request | button.

NOTE: DO NOT click the “Proceed
Request” button more than once or yoy will
end up with multiple 1556 Forms for the
same course, in your SAP Business
Workplace Inbox.

=" Intiia i InCescriplion = THa
Gl ETCE [anzubiect ez k2|
Feidod |-:|ue i Qfroer o da) ll
Buaiesa et logatian [Laketur=t ru ) N =
Language English -
1 Edanded search
Siar gaanit
{fi2mm {Start darke  (End daie |Fre= *Locatin Price Cutrancy| .
| I \plagaz 7 |
Chirea
Extal, eusune O Q003 (0T U005 | B |Laim, S0 LSD  Eodinl
| Cakfome | |
Chira
Extal, il midiale OTI09rod] [DT0Qs00s | @  |Laka, Sa0d 180D weckcd 1o b
Cakfomes ]
Chires
Exral, Inkn OFMAAD] (INORO0S | 8 |Laka, 5a00 Len £odioh
| | ] ] Cakfomea | | |
ntning ) o | e e e S r
(K1 | (3}

1-50 01153 Hils B rourkecsked s amate
] ] Wy fonkings

Hi iel

|Dinanitional [ I =]
[Manepzeieriand IE0S2003 08r 22000 | @@ (" i
w NCFETINN Inamarsana LT Lihlhur:r. \ddlh hn.-j:l

4 L3
N

A

Everik O H ard Leadershipwas added o the
ahoppire bagkal Thans an, howsmr, nokes stomd fFyour mauesked buaie=ss
evenl Te display the mates, chooe== Ta shopping basbel’,

1Dt Hever diplay again

1-50 DT 343 Hits ] Them |5 one evantin e shopping baskat

iy Bookinge

Training Center: Shopping Basket
e e Sladile Enddste  (Languags (Locatlon (Frie | Gumser!
O |Hananamant ang [nssa03 o6 2003 Enalih i Rl
Leaderhin.
| _FJ
k ﬂ::"w-'-'a'iwl Wanagarsent and Leadsishio fom 0SOSE003 b 1A 2003 2
it cRRH N QUAT Torscubs 4y Bookings Eaa bashst

“TIP: You can search for a course by Name by typing part of the name in the “Find” field. For example, for Dale Carnegie Courses
you could type “Dale*” where the asterisk is a ‘wildcard’ which will find all courses whose names begin with “Dale”. You can also put
the asterisk at the front and back of your search term to find courses with your search words anywhere in the title. For example,
*Carnegie* will return all courses with “Carnegie” anywhere in the title.




NAVAIR SIGMA User Guide - ESS 1556 Training Requests

9.

This message confirms that the 1556 s inyour
SAP Business i

out.

10.
11.

12.

13.
14.

15.

Click on “Request attendance” to send the Training Center. Submit Attendance Reguest
course to your SAP Business Workplace _
Inbox. hhien poul chooes Freauest Afierdance”, the llowing businass ewercs wil be
| mpuasied
[Hama fé:&ﬁu?iﬁ' |En e ;'LEnEil'éﬁh' ':L'-ir’sli:’ﬁ” :Ep'r'.;'E' |Cumeeiy
i
| Manssrens ang AMSE00T (DBAXI00] English  |Laksrurs M
|lgadarshin
Roguosi absndance | To b=kl Tazaarch msuks Ky Baokirgs=

rkplace Inbox ready to be

iy Bookmngs

[

h. iequ=sti been submibed 1o atend fie boziners sent l:llnarui.n:\qal Wanagemerk.
and Leadership . Your cumeni list of bookings = as follaws

Click on “Quit”.
Close Internet Explorer.

NOTE: If you Close Internet Explorer without | [Gisiaseasn  [ami (B |Loaban |siaus | [ -
clicking on “Quit” you will receive a warning ilima RECEI0NND | ppaoannz prawzoed S atnde g

message “Do you want to end the
mySAP.com Workplace and all

applications?”. Click on OK |__%¢

OAIF13003 0531103 h:lhﬂhurﬂ‘_ Afanded

Q5142005 D5 AT CeTsite dganded

05122003 051 22009 20U g g g

Sl

1S/(S003 |06 BH003 h’f,"""""’" ';"’:::b:';'
[EESETE | | [ JE [ |
Glrna MANBUEKIE | 4irmnn s o PO SO0 oy | 1 ki |

Ta search re=uis

If you are not signed on to SAP through the Desktop icon, log into SAP through the Desktop Icon

Go to your SAP Business Workplace by clicking on the SAP Business Workplace icon &2 .

Double click on your Inbox to open it. Your [ﬂ]ﬁ"l'ﬂﬂ' 7| E”E'E Eli|ﬁl=l|dl-"-r' [ETCﬁlﬂ-ﬂI?TF'ﬂl il
training request will be in the list of documents in Feer R
your Inbox. TR g YT YT — YT T

Double click on the Training Request you want to
fill out to continue processing your 1556 request.

TE] [Fovautthe 1558 Form mr TRAINKG ACH 07022007
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16. Fill in the following fields:
Position level code — use the drop down icon to select your position level, e.g. Executive,
anager, Supervisory, Non-Supervisory or Other).
If\you require Special Accommodations, or want your Home Address or Home Phone Number
isted on the 1556 Form, click the drop down in the appropriate fields to answer “Yes” as required.

0002 Adhou Tisinen Renuest |3 Pirt 1566 Form | Printcopy | Agenc & paaes]
[ Fnrﬂi:-:qbﬂ:w;ﬁ:lurchqs:aqaqg
1 Prind ioew B Evabation & pagasy

Do rquiie specid /

 Btandas Diaka

SUBECREEN 2001

At soeiEsgATHA
PosHon: PEASONNEL PUBAERENT : arcomodaiongy

Fosron Level Code: T T

Py PlareDmriaser Wnuld you ik=your horme sddrass
e Bzt 4] Bl o the 1555 7

Tws ofapookirent G- Caree A :

iauld yau Bkeyour Forne phana ke
Crmaneation TOTHL FORCE FURAGEHENT D1¥ i on He 185 fam? }
l:'}lrnlrl,ga'ﬂm_ﬂuglu: w@

17. Click on the Course Data tab to go to this screen.
18. Enter your Training Objectives on the three lines provided. TIP: The Validity dates are the Validity
dates of the course you selected.
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| I |
Add DD Fann 1556
e |
Toaining Request  JOMESCW1
Arine |
8505/2003 867 12/2083

® Prirtoopy 1 A0Enoy i peges]
| Pt copy 3 4Anoor Gopy (7 pages]
(I Prirk copy & Evaluation (3 pages]

t'a:q-r:: Dats

SUBSCREEN 2007

COLFEE MErE: Crgarialional Kanagement and Leademshi | &M notreCEnFD BNy coRrbutions,

it e U1 @wtars, O paymEnts In-n_:q'm.ac']bn_iim

Tn;irl-n.g Oheves? Dummy 1586 7o documentation only E mbmn!ngmrﬁwmng[gmmmt
ARANET 0F NOF-gAETEE omanEalion
- antshallnef. accepd witioutfist ohiss
BB O e S N0HE P T

Trsiring Source, Schod, “pianager. | agies hal shydl

o Fatliy Fame: oFpiEts the: mouaspedtraining

= -] .sht_:asm_l.rr,:p . I;!r;l_]h'lFii_rl_l:HE;!‘r:I‘l'_ll.n

Recard 1

19. Scroll down using the white scroll bar and enter an “X” to indicate compliance with the Funding and
Course Completion certification.

20. Use the
drop down FuE R
list icon @ Rddress . v eoriol, vl r'alrrhuraamm_ma L %
and enter et
the . _Q.dnlzip Code : i . i .
information Source Lacation Lakehurst, wi
on Purpose, || o o
Priority, Purpse: (3 NEM VIR ASSIGHNENT
Method of Sourte:
Training Friarme 1 EB‘.GEIIM_B S
and Reason |[Reheteisnis . © BRSNS RIS G =l
for n::::rli:r"l'r:lnlngr_ 5 @_‘%ﬁ.‘ﬂ]ﬂ“ﬂfﬁ' E
Training.
Retod 1 of O

10
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21. Click on the Course Cost tab.

Add DD Form 1556
N

By 122003 L Addbional info |

G Plannes Training Rpnuest (B Poen15s6 Fom [® Prne o1 Ageney 2 pages)
' Fnrtcnwa':'anmr@awumu&a]
[l Fnrl::upj,lﬂEu‘:lunhunl‘_ﬂp:gm:]

Direct Gosl Hours
B non Dty

Books, Matenals, Mor-duy:

Al Db Costs:

: Tobal Hours: o

Tolal Dirsct Gt 0,08
Indiect Gost

Travel Cosk JON Q/WES Elment,

Far Olam Cost TN Maeore

U [PPoa [ ssnpat | ooR

22. Enter appropriate information in the following fields:
Hours — Duty (if course is during work hours) and Non-duty (if course is after work hours such as
college courses)
Travel Cost (if applicable)
Per Diem Cost (if applicable)
Books, Materials and Other Costs (if applicable)
JON (WBS Element or Network) if applicable
NOTE: For Network numbers, use the first 7 and last 4 digits of the Network number.
Billing Instructions
NOTE: If the course costs are charged to a JON, enter the Sending Cost Center in the Billing
Instructions field by typing “Sending CC xxxxx” where xxxxX is the Sending Cost Center nhumber.
If the costs are charged to a Cost Center enter “Charge to CC xxxxx” where xxxxx is the number
of the Cost Center to be charged.

Method of Payment (use drop down list icon @) and select either “GCPC Card” if the Vendor
accepts Credit Cards or “Regular” if they don't.

23. Click the Save icon & and click “Continue” in the pop up window.

11
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See the footnote on

Printing 1556 i njad e@R 2RE OO0 B Dm

Forms’ in the Ifafntany Plan Data: Execute Actions

footnote below. For @& | & @ fonenzn
a quick “Hardcopy” === -

printout of the 33 PYEI G o e

Object ID number Pl versinn M Cumentplan

for your Training Oei i Ll

Request, click the e R T

Customization of
Local Layout icon

Flanning shalus 1 Brine
_I-I-_la and Click on Yaldiy gL T B2 2/ oo
“HardCOpy” in the #cton ZIT! Creat Traning ReqosstPlarrad]
drop down list.
25. Click on the Back Arrow icon & to begin the Workflow ik
prOCGSS. Plaxze Ealect Superyigar!
26. Enter the last name of your Supervisor who will approve this = 0
Training Request. s o uni
TIP: Enter only the last name and then press Enter or click s

the green check icon Ld to get a list of people with that last
name. If there is only one person with that last name, the B
field will populate automatically. i |

1 LEIHET
4]+ | E— N

NOTE: If you do not select a Supervisor for Approval but
you do click the “Complete work item” icon the Training ENE Lt
Request will automatically be rejected. e e e

NOTE: If a “contact person hit list” is presented, it is sorted by last name IN UPPER CASE, then by
last name in Upper/Lower case. So if you don’t see your supervisor in top of the list (UPPER CASE
SORT), scroll down to look at the Upper/Lower case sort at the bottom of the list.

TIP: Y this list by the first fh Address managament: Find contact person hit fist
: You can sort this list by the first name of the
person by clicking on the “First Name” column Sl
header and then clicking on the Sort icon. TTo4e-arted by Last riams Hnber of
Last nane First name |Conpany Department
NOTE: BE SURE TO PICK THE RIGHT PERSON. | LSS fabay
There have been many situations where the wrong jﬂ:jii ;g:Y :i:ﬂ:
person was entered as a Supervisor and in some JONES WADE. GORDOK [ A TR
cases, the person selected “REJECTED” the s R
training request because they did not know what to JOKES WETTE H  [Wevaln
do with it. This results in the need to re-enter the D LTI [z
Training Request. Jones midra 1 [Weeain
Jones Barnard H |[NAY¥ATH
lones Eah N ATR
Jones I;-ar1 Il_.'-‘!jﬁ][l

® NOTE: You can print the 1556 Form from this screen but it is NOT AN OFFICIAL FORM until it is signed by the training manager.
A signed, Official 1556 Form will be sent to you once it is approved by Training.

12
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.' = e

27. Click the green check icon v to start the Workflow.

28. Click the Complete work item button (% Corpletewarkitem 1
send the Training Request to your Supervisor for Approval.

Fill ek lhae 1656 F o ne Tae TRARIN G aDM
Wi b TP BT TE TR

& Aliedwcy OO F D

NOTE: If you do not click the “Complete work item” icon the
Training Request will remain in your Inbox for processing.

o ComiiEwnTen | M Cakie |

The Planned Training Request is Complete.
The DD 1556 Form will disappear from the Employee’s SAP Business Workflow Inbox.

It will appear in the Employee’s Supervisor's SAP Business Workflow Inbox.

A NOTE ON THE TRAINING REQUEST APPROVAL WORKFLOW:

The Employee’s Supervisor will approve the request and forward it to an appropriate BFM for
financial approval.

The BFM will approve the request and forward it to the Training Manager for Training Approval.
After the Training Manager has approved the request, the Employee will be booked into the
course.

A confirmation message will be sent to the Employee’s SAP Business Workflow Inbox after the
Training Request is approved.

If a Training Request is not acknowledged by an Approver by the 4" day, a notification will be
sent to the Employee’s SAP Business Workflow Inbox.

13
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COMPLETING AN AD HOC TRAINING REQUEST

The most efficient (and frustration free) way to enter a training request is to follow these two steps to
entering a training request:
1. Log into ESS to enter your Training Request — after entering the basic information for the request,

you will,

2. Log out of ESS and Log into SAP through the Desktop Icon E&E=

The reason for this is that the ESS Website connection is set to time out after a certain period of inactivity.
Thus if you get interrupted or need to find information that delays your processing, the application will
time out, and you may be forced to re-enter some data or even start over.

When using SAP through the desktop icon, the system does not time out so you have more time to
complete your request transaction.

Steps for Completing an Ad Hoc Training Request

1. Open Internet Explorer and select mySAP Workplace.com from your Favorites or type the following
URL into the “Address” line: https://ess.navairl.navy.mil. If you are reading this document on line,
click on this hyperlink to open Internet Explorer ane'open the mySAP Workplace.com ESS Website.

-am'.'i-.l'lj" com Workplace - Microsoft Intem et Enplorer provided by Mavy Marine Corps Intramst

Fa EBEE Yew Faories Took Hap

=l8] %

| danek v =« @[ 5 .ﬁm:h s Jnsmlﬂ-g_tﬁi |

Lirdes kLl

Arkrmms | hietps: ERS s L nswynd =] o |
my T Tcom 1. Use your ESS production user ID and 52 J—
] password to sign in.° o my .com
Flease Log On:
[=] InUse |
Usar '@ Start Page
Pazswvond 2. Follow the menu path: - Workplace Favorites o | -
Language [Engn=n =] HR Functions
ESS [=] Roles |
P 5 HF Functions
C:hange Paseswomd Tralnlng = ES5
[ Office

3. Click on “Ad Hoc Training Request”

\

[> Time Management
[» Personal Infarmation
7 Training

IE’Dis;:ula\,rTraining Requ

P & Ad Hoc Training Reque

& Training Center (Prody

T Wy Bookings (Prod
[ skills
[ Appraisals
[ Personnel Development
[> Other Functions
[ Other Hot Links

6 Changing your password using the SAP Desktop Icon WILL NOT change your password on ESS. Each must be changed
separately but can be set to the same password.

ucti

14
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10.

11.
12.

13.

TRAINING CENTER: AD HOC COURSE REGEES

a0 HOC COURSE REQLEST

colge Mama Trairang AdnineEralon
Enter the Course Name, Start and End Dates
} Eart data LR =] End data prineszona  [eE)
L=niguape EM
Click on “Proceed to Request” - SEATETTRY TSN (T T TaEEgrh,

NOTE: DO NOT click the “Proceed to
Request” button more than once or you will
end up with multiple 1556 Forms for the same
course, in your SAP Business Workplace
Inbox.

Click “Request Attendance” to send the course :
to your SAP Business Workplace Inbox. | — T

Pliaia el Seay ara ToSamh e B b g

The message shown here confirms that : . .
the 1556 is in your SAP Business ——— Information
Workplace Inbox ready to be filled out.

Conbinue= | Help |

130 10 j0ur 54 BUE N2 es York ow INBCE and Tl

Click on Continue, ol foen 1 556

Qi e p e seeen e,
HQuit”. >

C|Ose Internet Exp|orer_ TRAIMNING CEMTER: AD HOC COURSE REQUEST R |
NOTE: If you Close Internet Explorer without ACHOC COUREE REGLEET

clicking on “Quit” you will receive a warning

message “Do you want to end the Course Mame

mySAP.com Workplace and all applications?”

. Etard daia 7 End daie 7
click on OK ¥
Langiags EN
Froceed o Request Tty Booldng= To S=sich

If you are not signed on to SAP through the Desktop icon, log into SAP through the Desktop Icon

Go to your SAP Business Workplace by clicking on the SAP Business Workplace icon &2 .

Double click on your Inbox to open it. Your IR R e E RIS R A ]
trammg request Wlll be In the IISt Of dOCUmentS |n Il;bu.xﬁ wed BEA B S Aol B R L Al S B R B P e L
your Inbox. o ia- Tils_ Dot eesi | Auiher [anenm | imns |
Double click on the Training Request you want to | [E] [Finautine 155 Form o Tranns son  armzanns

fill out to continue processing your 1556 request.

15
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14. Fill in the following fields:

Position level code — use the drop down icon to select your position level, e.g. Executive,
anager, Supervisory, Non-Supervisory or Other).
¥ you require Special Accommodations, or want your Home Address or Home Phone Number
listed on the 1556 Form (useful for College courses), click the drop down in the appropriate fields

B Pint1855Form | Printcopr | ey 2 panesh
© 0P eoew 3 Mend o oy B ey
<1 Printogs 8 Exabaation (2 pagas

SUBECREEN 2001

dtunds: | OREE SINTHA . D you mguie spseis

PosHon:  PEASOMNEL PUMAGENENT : atcomodsione?

Postion Level Code: Y 3

Py Plardenssi : W¥nuld s iksyour horme addrass
ey e g E P an the 1555 iy

Twd ofApookiment 1 Gl Gargen S

Pfault yau The your Rorne phana renbee
Cimankation TOTAL FORCE FARAGEHENT DIY ] priied on e 145 fom T )
l:'}lrnlrl,ga'ﬂcrl_ﬂu;]u.: w_ﬂ
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15.

16.

Click on the Course Data tab to go to this screen.

Add DD Form 1556
211 |

0 FeeOuast: _.:'FEEGHI

B7/A7FZAB3 i 6708 2083

[B_Part 1556 Fom [® Prrecopu1 Ageres 2 pages)
"1 Prrk Opy 3 Yenor Gopy (2 panes]
(1" Prirk copy 3 Evaluation [ pages]

S s sz

GOUrGE Hame: Traming Adminkration | & nck FRCS N any o ktions,
It @ youn _ awards, or payrmants in cormechon with
Trairdng Objecihvesy Dimmy 1550 Tor documentation only [ fraining T e ol er goernment

SQENEY OF NOR-Qove mrner Qrganzation
and shall ol arced wihnuEfirst abtakeg
Fpproal o the anhoizang raining

Traring Bource, School, manager. | agree bl shodd Hailo

of Faciliy Mame: fampla Traintng &chool cornplete e equesed relning
(] Frof Teacher surcesanlly, due o cicumslances wikin
Address 1734 Wik Epat iy enniral, el kb the agen e

alltrining costs (EEding sk

For Ad Hoc Training Requests, fill in the Training Souyé, School or Faculty information as required.
NOTE: Location is required to be filled in for ALL training requests.

TIP: For Ad Hoc courses taught by NAVAIR personnel Onsite at Lakehurst, enter “Onsite” for the
Training Source and “Lakehurst” for the Location.

You will need to scroll down using the white scroll bar to complete this information. Remember to
enter an “X" to indicate compliance with the Funding and Course Completion certification.

Use the drop
down list icon rddess 1734 Main Sre=t e ranirol, bl remburSaE agencefar !_ﬂ1
all iz nig costs eackiding 2ala .
.and enter iy Atliem assummuu»:\t_s r:'ua_manu:m. x

the information S TR -

on Purpose, T AR

Priority, [

Method of Purpoza: 2 MEW NORK RSCIERACNT

Training and Bawrrs:

Reason for Promy 1 | BEEENEE

Training. i ol
Riazon for Training: 2 ﬂl;lﬁTE.FfEFfﬂ'E =

TIP: Under

Method of Recod 1 or

Training, select

#7 for Lakehurst Courses.
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17. Click on the Course Cost tab.

Add DD Form 1556

e

|3_Pnnt1556 Fom |® PrirEopy ] Aganey (2 pages]
| Prir op 3 ':'anu:i:ur Q«meﬂlu&a]
(1" Prirk copy 3 Evaluation [2 p:gn:]
v
y _Cﬁ'ur:é Cosl
SUBEGREER 2003
Direct Gost Hiora
Tuifion: Dby
Books, Matenaks, MoF-dL
anil Othel Gosls:
Taolal Hours: n
“Tofal Direct Casts [RTh
Irefiract Gost :
Travel Cost JON (YES ERment

18. Enter appropriate information in the following fields:
Tuition cost — Enter cost of course not including Books, materials or travel costs.
Hours — Duty (if course is during work hours) and Non-duty (if course is after work hours such as
college courses)
Travel Cost (if applicable)
Per Diem Cost (if applicable)
Books, Materials and Other Costs (if applicable)
JON (WBS Element or Network) if applicable
NOTE: For Network numbers, use the first 7 and last 4 digits of the Network number.
Billing Instructions
NOTE: If the course costs are charged to a JON, enter the Sending Cost Center in the Billing
Instructions field by typing “Sending CC xxxxx” where xxxxx is the Sending Cost Center number.
If the costs are charged to a Cost Center enter “Charge to CC xxxxx” where xxxxx is the number
of the Cost Center to be charged.

Method of Payment (use drop down list icon @) and select either “GCPC Card” if the Vendor
accepts Credit Cards or “Regular” if they don't.

19. Click the Save icon = and click “Continue” in the pop up window.
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See the footnote on

Nnti IR SGHME fmOs =
Prmtmg 1556 @ Higad ONR buon ORI 28
Forms' in the Eaimiain Plan Data: Evecule Aclions

O =

footnote below. For % @ H '
a quick “Hardcopy”  [«]al o]l =] Rt e
printout of the Find by ) o

. Plarsersiog 0 Gument pan
Object ID nL_meer fenins o SRt
for your Training abme SLZWS  (JranmgAdmmseden L C=ebP =ty
Request, click the Dbiecl abbr JEHEEENT o o | Help
Customization of
Local Layout icon T R
[I__| . waldily BT (OFF20E] 4 BFraB 2003
==l and click on Acliory ZITE Craak Trainkg Raguestdid-hos)
“Hardcopy” in the

drop down list.
= chonschietigen
sk

Plaase Ealert Superyimr!

21. Click on the Back Arrow icon Q to begin the Workflow

process.  PrAGibiE agents
22. Enter the last name of your Supervisor who will approve this :Lﬂ:::' oA =

Training Request. !

TIP: Enter only the last name and then press Enter or click |
|

the green check icon Ld to get a list of people with that last |

name. ! ;
| 1=

NOTE: If you do not select a Supervisor for Approval but

you do click the “Complete work item” icon the Training I ]

Request will automatically be rejected. ¥ @ Foboeh | % Expand diskibuion ]| OrgChiers

NOTE: If a “contact person hit list” is presented, it is sorted by last name IN UPPER CASE, then by
last name in Upper/Lower case. So if you don’t see your supervisor in top of the list (UPPER CASE
SORT), scroll down to look at the Upper/Lower case sort at the bottom of the list.

TIP: Y t this list by the first fih Address managament: Find contact person hit fist
: You can sort this list by the first name of the
person by clicking on the “First Name” column 2 =
header and then clicking on the Sort icon. CTETte—carted by Last riams Hnber of
Last nane First name |Conpany Department
NOTE: BE SURE TO PICK THE RIGHT PERSON. |t LSS fabay
There have been many situations where the wrong jﬂ:jii ;g:w :ﬂﬂ:
person was entered as a Supervisor and in some J0NER wniE aoeo0slwaals
cases, the person selected “REJECTED” the jﬂ:ié :}ttm . :i:m
training request because they did not know what to JOHES WETTE H  [Wevaln
do with it. This results in the need to re-enter the D :ﬁ;:EL‘ el
Training Request. Jones midra 1 [Weeain
Jones Barnard H |[NAY¥ATH
lones Eah N ATR
Jones I;-ar1 Il_.'-'irﬁ][l

"NOTE: You can print the 1556 Form from this screen but it is NOT AN OFFICIAL FORM until it is signed by the training manager.
A signed, Official 1556 Form will be sent to you once it is approved by Training.
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23. Click the green check icon v to start the Workflow. tes |@ |kt bl
24. Click the Complete work item button % Cormplete workitem | 1 | mewew uaboc 1688 form for CONTHIA M JONES
send the Training Request to your Supervisor for Approval. Desciistian o s anachpasts

& Signdance 0NLCEES P O

NOTE: If you do not click the “Complete work item” icon
the Training Request will remain in your Inbox for
processing.

o CONpMERwIRmn | B Caad

The Ad Hoc Training Request is Complete.
The DD 1556 Form will disappear from the Employee’s SAP Business Workflow Inbox.

It will appear in the Employee’s Supervisor's SAP Business Workflow Inbox.

A NOTE ON THE TRAINING REQUEST APPROVAL WORKFLOW:

The Employee’s Supervisor will approve the request and forward it to an appropriate Budget
Manager for financial approval.

The Budget Manager will approve the request and forward it to the Training Manager for Training
Approval.

After the Training Manager has approved the request, the Employee will be booked into the
course.

A confirmation message will be sent to the Employee’s SAP Business Workflow Inbox after the
Training Request is approved.

If a Training Request is not acknowledged by an Approver by the 4" day, a notification will be
sent to the Employee’s SAP Business Workflow Inbox.
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SUBMITTING A TRAINING REQUEST CANCELLATION

Steps for Completing a Training Request Cancellation

1. Open Internet Explorer and select mySAP Workplace.com from your Favorites or type the following
URL into the “Address” line: https://ess.navairl.navy.mil. If you are reading this document on line,

click on this hyperlink to open Internet Explorer

ancopen the mySAP Workplace.com ESS Website.

am'.'bl'l? com Workplace - Microsoft Intem et Enplorer provided by Mavy Marine Corps Intramst =|!|£|
Aa EBEE e Fauories Took Hap
| fovok e = - G (8] Y| Qhoewen Ggraes (Freon | T G 6 - 5] ks ™
ke | hietps: eSS rasie Lnsvgnd g ) - =] |
my T Tcom 2. Use your ESS production user ID and 5%
J password to sign in.? al myscom
Flease Log On:
[=] InUse I
Usar 2 Start Page
Paszayoid 3. Follow the menu path: [ Workplace Favorites 2 |-
LT [Engii=h =] HR Functions
ESS E Roles |
.. ¢ HF Functions
BEEEEE | change Pas=word Tralnlng S#ESS
[ Office

4. Click on “My Bookings” to get a list of all classes for which you have

registered.

[ Time Management
[» Personal Information
B “# Training

& Ad Hoc Training R

[ Skills
[ Appraisals

[> Other Functions
[ Other Hot Links

8 Changing your password using the SAP Desktop Icon WILL NOT change your password on ESS. Each must be changed
separately but can be set to the same password.

& Display Training Regu

LI

& Training Center (Prod
P =My Bookings (Producti

[ Personnel Development
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The My
Bookings
screen lists
your current
class bookings.

Use the scroll
bars to scroll
the screen to
see all your
bookings and
the data
associated with
them.

Select the
Training Event
you want to
cancel and
scroll over to
the column
where the
“Cancel” option
is presented.
Click “Cancel”
to cancel the
selected event.

NOTE: You can
only Cancel
courses which
display the
word “Cancel”
in the right
column.

g m m om auit - Help |

4 My Bookings
£ InUse

@ Start Page

& My Bookings

f‘(our current list of hookings is as follows:

P

5] wWorkplace Favorites

-] Roles
¢ Emplovee Sel-Service (HR)
¢ Employee SelfService
[ office
[* Time Management
[> Personal Informatian
2 Training
[® Display Training Requ
[® Ad Hoc Training Regue
[® Training Center
[ My Bookings
[ gkills
[ sppraizals
[ Parzonal Developemnt
[> Other Hot Links

The My Booking sereens lists your current hookings.

« j—
Business event Start End Location | EPrice Eeuyrrency Status
Patuxent
Safety- Preudraulic |10/01/2002 [10/01/2002 [River, Booked  (Rolmok
event
Maryland =
Reliakility & altiey Rebook
Waintainabili 07/27/2002 |07/28/2002 |River, Booked o
Maryland =——
; Patuxent
Aldebra, Linear
07/03/2002 |07/03/2002 |River, Attended
(Refresher) Maryland
. Algehra, LINBAE  [aqsmsmmmn E?FE'_’_(em IS |
<i

Ta search

Click the arrow to scroll the
page.

4 | »
powered by
my . com « |
|@ ,_ ré_ (2E Local intranst
@ al] elp
Quit  Help
— myZTTcom -
4 My Bookings
[ nUse | - =1
Y Start Page Click Cancel to cancel the -\L
” ent list of bookings is as follows: “Safety - Prendranlic’ event.
& My Bookings x
=] Workplace Favorites 42|~ b B
[=] Roles Start End Location  |[EPrice Eeuyrrencv Status -
2 Employvee Self-Service (HR) = 7
# Employee Self-Service Sithcll |
h“gfﬂge lic. [10/01/2002 |10/01/2002 |River, Booked eRfeantDK Gancel
[» Time Management Waian
[> Personal Information Patuxent Rebook
 Training 072712002 |07/28/2002 |River, Boaoked B Cancel | |
[@ Display Training Requ Maryland
it Patuxent
Ad Hoc Training Redgue
= G el 07/03r2002 |07/03/2002 |River, Attended
[ Training Center Manland
I bty Bookings by Patuxent =
D Skils e R i [
[ Appraisals ” r——
[» Personal Developemnt L.eeall i S
[> Other Hot Links - Note: ¥ou can only cancel courses that display
4 | & Cancel in the right colurm. |
powered by -
my Tcom 4] | LrJ

(3

|—_ |—[§ E Local intranet
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9. The event you ®
selected to be — mySTcom
Cancelled is 4 My Bookings
highlighted in Tl Intse g
eIIOW s Start Page ———————————— Tha mand you seleciod o o] is hishlishied in
y ® Wy Bookings = ot eUmR i1 0T DOOKIN| T Pl it ek the cemen Dafinn meemsze
A Cancellation  |F} WorkaincoFaventes 2= | |, , T
f Tl Peeg | |Businass st Shart |Enid Localion | =Frkee | O ezatus
message Is % Ernpimyea Seif Saniza (R | | : I [ s
displayed telling ?i"g:::“ HEEREI Safety- Preudraulic 10012002 1001(2002 [River, Binokad
you that you B TR _ . . [Wanfang |
must get [ Parsonal Infommaion al e
= Tialning
approval _tO 1% Dizplay Trainirg Ragu o=eart
cancel this I fd His: Trsnieiinis Flegus !
course. I Training Genber
EH'.' Bsohinga = x o want b eancel abandante atihe businezs evard Safely- Preddraulie taking
10. Click the Lk Bitlls plata fiom 100012002 b 1000172002 . Cancallsbion requinee aparoval. IFvou wart
. “Request B é:ﬂf.'f;?:mnemm 1o subrnit s cancellaton russt corfimn :Tﬁslng Faquest Cancallabon
- & ahar Hat Lk -
cancellation " r Hat Lnks | LIJ : g Clizk tha Faqueat canealiafion fton (o LU
I ReguesLancelaiion I.-—_..g_____,,,_\_k_mrd'ml}n- wancallalion.
button to [ —— : : i
confirm your ool 1| b &
request to B] Peosst carvelaton [ 2 B o ntrane:
cancel this course.
. The syatern message tells wou the &
11. A message Mi'}r' BQkags / cancellation request has been submitted.
confirming your
request to ﬁ
cancel is IA reguest has heen submitted to cancel the booking for the business event Safety -
\?\Jﬁﬁlsgﬁ? along Prneudraulic  ¥our current bookings are as follows:
remaining

course bookings.

The Request to Cancel this Course is Completed.

Note to Supervisors and Managers on Cancellations

Training Course Cancellations will require Approval by the Employee’s Supervisor, the BFM and the
Training Manager. The Cancellation Request will appear in the Supervisor's or Manager’'s SAP Business
Workplace Inbox and can be processed in a similar manner to Training Requests.

If you have any questions about processing a Training Course Cancellation, please feel free to contact
any of the Human Resources Training Contacts listed on page 4 of this book.
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APPROVING A TRAINING REQUEST — SUPERVISOR

1. If you are not signed on to SAP through the Desktop icon, log into SAP through the Desktop Icon

2. Go to your SAP Business Workplace by clicking on the SAP Business Workplace icon @ .
3. Double click on your Inbox b & Inbox to open it. A list of training requests to be approved will be in

the list of —— ,
documentsin Bl Sls@]0 ] ®W S| &) |[halt e 0| ]=n]e| ¥ a0
your Inbox. Inbox . .
Cla... Title |Date recei.. " Author | Attachm. | Status |
Review Ad Hoc 1546 form for CYNTHIA MJORNES  07/07/2003 : i
=l Halnwith rarmnwinn & docirent 4540043710 NRMAGENMT  AARIKIE T ATAMS =

4. Double click on the Training Request you want to Review and Approve out to continue processing
your 1556 request.

The Training Request will be presented for your Review and Approval.
TIP: Certain fields on the Attendee Data, Course Data and Course Cost tabs are white which

means they tan be modified by the Supervisor prior to Approving the Training Request.
NOTE: Validity dates cannot be changed.

Change DD Form 1556
8|

07 2083 [z 87/ pA /20R3
DD Fomm 1556 01 8R 20202045 |
e BOCCE A |2 PrrtisshFam (® Priresopsd Agercy 2 pagzs)
"1 Prrk Opy 3 Yenor Gopy (2 panes]

(1" Prirk copy 3 Evaluation [ pages]

SUBECREEN 2003 ¥
Dilrect Gl Hours
Tuifion: Cdhy. 4
Bicks, Maten s, fAor-iusy
anil Other Gosts:
Jotal Hours: i
“Tolal Ditect Casts LNGR
Iretiract Geed :
Travel Cosk JON (WBS Elment.

o FFB.} 330pd] | CHR

5. After reviewing and/or updating the Training Request, click on the Course Approval tab.
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The Course
Approval screen
will be presented.

" OonC Ao Tinig Rest [ E3 P iSsarom |8 Protsoey 1 parey gl

~ Prinkapr 3 Vendor Gt (2 pagesh

6. Click on the TR R BT 8 e
Supervisor's Maenges ate. | GoisaDis | Courss
Approval field — o
o get the TR T ————

“Approved / “"_“““""f‘;'.”"a';‘::;m [t sport e

Rejected” G . —

7. Approve or P csvi it Fra el
Reject the AAELRREE
Training
Request by
double
clicking on
the
aptpropnate L [Frus e rapnt | o
entry.

8. Press the Enter key or click on the green check ball icon o
the Supervisor's name and title.

to populate the appropriate fields with

9. Click the Save icon E to save the Request. Click Continue on the
pop-up box to confirm that you want to save the record.

10. Click OK on the Record Changed
pop-up window.

11. Click on the Back Arrow icon % to begin the Workflow process.
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Taw

12. Enter the last name of Budget Manager who will approve this Fiams. brlect. fegrt, Niasgur
Training Request. T
TIP: Enter only the last name and then press Enter or click the W r— b =

| [ sageiiman g L

green check icon Ld to get a list of people with that last name. ¥

NOTE: If a “contact person hit list” is presented, it is sorted by last
name IN UPPER CASE, then by last name in Upper/Lower case.
So if you don’t see your supervisor in top of the list (UPPER CASE e

SORT), scroll down to look at the Upper/Lower case sort at the "?;"f;;m T
bottom of the list. e

TIP: You can sort this list by the first name of the Address managament: Find contact person hit fist
person by clicking on the “First Name” column 2 &
header and then clicking on the Sort icon-
Last nare Hunbsar of
Last nane First nase | Company Depar~tmnent
NOTE: BE SURE TO PICK THE RIGHT PERSON. | s ETEPHARIE | Havaln
I 1 JOMES TAHAY L HAYAIR
There have been many situations where t_he wrong | {7HE e i
person was entered as a Supervisor and in some JOMES TROY AR HIR
cases, the person selected “REJECTED” the e SO gl
training request because they did not know what to S VILLIA 0 JNRvATH
. H H H J H ELE
do with it. This results in the need to re-enter the e el
Tralnlng RequeSt, Jonas Agnas L HaATR
Jones aadra J LELETi]
Jones Barnard H |[NAY¥ATH
. . ﬁ Jones Enb HAYATR
13. Click the green check icon to start the S Hand M

Workflow.

Click the Complete work item button (% Cormpletewarkitem | 1o send the Training Request to the Budget
Manager for Approval.
R T
NOTE: If you do not click the “Complete work item” icon the = 5. [se [mewe aj@pme.
Training Request will remain in your Inbox for processing. B e e
ey by DUTHTE T BT TR T e
& Aliedwcy OO F D

The Supervisor Approval of the Training Request is Complete.

The DD 1556 Form will disappear from the Supervisor's SAP
Business Workflow Inbox.

It will appear in the Budget Manager’s SAP Business Workflow
Inbox.

o ComaiennTEn | M Cak |

A NOTE ON THE TRAINING REQUEST APPROVAL WORKFLOW:

The Budget Manager will approve the request and forward it to the Training Manager for Training
Approval.

After the Training Manager has approved the request, the Employee will be automatically booked
into the course.

A confirmation message will be sent to the Employee’s SAP Business Workflow Inbox after the
Training Request is approved.

If a Training Request is not acknowledged by an Approver by the 4" day, a notification will be
sent to the Employee’s SAP Business Workflow Inbox.
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APPROVING A TRAINING REQUEST — BUDGET MANAGER

1. If you are not signed on to SAP through the Desktop icon, log into SAP through the Desktop Icon

2. Go to your SAP Business Workplace by clicking on the SAP Business Workplace icon .
3. Double click on your Inbox b & Inbox to open it. A list of training requests to be approved will be in

the list of —— ,
documents in L] o) o ||| TR |, || 3 | B {58 B G |aHE BIE
your Inbox. Inbox : |
Cla...Title | Date recei... [Author | Attachm. | Status |
Review Ad Hoe 1546 form far CYMNTHIA M JORMES  07/07/2003 ' 2
=1 Halnwith raraninn o dnciiment 45400437310 ORM QNN ANkKIE T ADawS =

4. Double click on the Training Request you want to Review and Approve out to continue processing
your 1556 request.

The Training Request will be presented for your Review and Approval.

DD Fonn 1556
20| b E

ﬁ Eril];liEEBFEm # Prind copy 1 dgency €2 pages]
©0 Prind eoew 3 Merrar G2 psges)
0 Prind coew B Evaioation & pagas]

ofandea Data

SUBEGREEN 2001
Atandos wonEs s -

PosHaon: “PERSOMHEL PUBENENT atcomodstone?

Fosron Level Code:

Py Plardeneer ‘W¥ould you iksyour horme addrass
R 6547 4@ e 0n e 1556 i

T ofapookbrent T Carser

'i'ﬁmlu.rpu Nk pmuir r'q'nn'.nhnnn L
Crmangaton TOTHL FORCE FURAGEAEMT DY prirded on the 155 fmim?
Sipaneabon Code: WH

/

5. Click on the Course Approval tab.
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The Course
Approval screen
will be presented.

Change DD Form 1556
Hid |

6. Scroll down to
the Reviewed
by Financial
Budget
Manager
section and

click on the | Suioetanagar.

Financial /| —]
Budget s |H|:*
Manager’'s
Approval field
to get the
“Entry Yes/No”
pop up box.

TidtingRequast |} Frint155k Fam | Prev o1 sgeney (8 papas
71 P o 2 verdor Copy (2 peg el
| Prin eeyty & Evaiatian (3 pagas)

Traking Wandpars
Haprrat

7. Approve or
Reject the
Training
Request by
double clicking
on the appropriate entry.

8. Press the Enter key or click on the green check ball icon o
the Budget Manager's name and title.

to populate the appropriate fields with

9. Click the Save icon 12 to save the Request. Click Continue on the

pop-up box to confirm that you want to save the record.

10. Click OK on the Record Changed
pop-up window.

11. Click on the Back Arrow icon ‘& to begin the Workflow process.
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12.

13.

14.

Enter the last name of Training Manager who will approve this
Training Request.

Training Managers at Lakehurst:

Training Manager for SIGMA/SAP related training courses:

Cynthia M Jones x2206
Training Manager for all other training courses:
Mary J Holmes x7322
TIP: Enter only the last name and then press Enter or click the

green check icon v to get a list of people with that last name.

NOTE: If a “contact person hit list” is presented, it is sorted by

Taw
Flaste WS Training Rusanr)
RHOG e

I Jimss ETI i)
| [rraimmg ey =

| |
I

|

|

|

|

|

|

Brxm

v G Aot T Exmdchibulon e | DrgDbject |30

last name IN UPPER CASE, then by

last name in Upper/Lower case. So if you don’t see your supervisor in top of the list (UPPER CASE

SORT), scroll down to look at the Upper/Lower

case sort at the bottom of the list. Ay

managemeant: Find contact person hit fist

=i
TIP: You can sort this list by the first name of the e Crcaty - b
person by clicking on the “First Name” colum T PPE—— Fp_— —

header and then clicking on the Sort icon.
JihEe
JOMEE
NOTE: BE SURE TO PICK THE RIGHT PERSON. jg:gg

There have been many situations where the wrong  [okes
JONEE:

person was entered as a Supervisor and in some OHES
cases, the person selected “REJECTED” the JONES
training request because they did not know what to | Jaes
do with it. This results in the need to re-enter the Shie
Training Request. Jonas

Click the green check icon Ld to start the Workflow.

Click the Complete work item button (% Corpletewarkiterm | 1
send the Training Request to the Training Manager for
Approval.

NOTE: If you do not click the “Complete work item” icon the
Training Request will remain in your Inbox for processing.

The BFM Approval of the Training Request is Complete.

STEPHARIE | HAY¥AIR
TEHMY L HAYATR

i HAYA1R
TROY HAYATR
WAOE GORDON| NAYATA
WILL HAYATR

WILLI&H R |HAYAIR
¥WETTE H N AR
TYETTE 1 HAYAIR
Agnes L HavalR
Audra J N AR
Barmard H | UAYAIR
Eah Ha' AR
Carl HAYALR

Fill ik e 1556 oo Tor TRAKING DM

B b i sl § NS
+ Sterdwes HONCTEEDE B

o Congiestaren | 3 cane |

The DD 1556 Form will disappear from the BFM’s SAP Business Workflow Inbox.

It will appear in the Training Manager’'s SAP Business Workflow Inbox.

A NOTE ON THE TRAINING REQUEST APPROVAL WORKFLOW:

After the Training Manager has approved the request, the
course.

Employee will be booked into the

A confirmation message will be sent to the Employee’s SAP Business Workflow Inbox after the

Training Request is approved.
If a Training Request is not acknowledged by an Approver
sent to the Employee’s SAP Business Workflow Inbox.

by the 4™ day, a notification will be
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APPROVING A TRAINING REQUEST — TRAINING MANAGER

1. If you are not signed on to SAP through the Desktop icon, log into SAP through the Desktop Icon

2. Go to your SAP Business Workplace by clicking on the SAP Business Workplace icon .
3. Double click on your Inbox b & Inbox to open it. A list of training requests to be approved will be in

the list of —— ,
documents in L] o) o ||| TR |, || 3 | B {58 B G |aHE BIE
your Inbox. Inbox : |
Cla...Title | Date recei... [Author | Attachm. | Status |
Review Ad Hoe 1546 form far CYMNTHIA M JORMES  07/07/2003 ' 2
=1 Halnwith raraninn o dnciiment 45400437310 ORM QNN ANkKIE T ADawS =

4. Double click on the Training Request you want to Review and Approve out to continue processing
your 1556 request.

The Training Request will be presented for your Review and Approval.

DD Fonn 1556
20| b E

ﬁ Eril];liEEBFEm # Prind copy 1 dgency €2 pages]
©0 Prind eoew 3 Merrar G2 psges)
0 Prind coew B Evaioation & pagas]

ofandea Data

SUBEGREEN 2001
Atandos wonEs s -

PosHaon: “PERSOMHEL PUBENENT atcomodstone?

Fosron Level Code:

Py Plardeneer ‘W¥ould you iksyour horme addrass
R 6547 4@ e 0n e 1556 i

T ofapookbrent T Carser

'i'ﬁmlu.rpu Nk pmuir r'q'nn'.nhnnn L
Crmangaton TOTHL FORCE FURAGEAEMT DY prirded on the 155 fmim?
Sipaneabon Code: WH

/

5. Click on the Course Approval tab.
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The Course Approval
screen will be
presented.

Change DD Form 1556

6. Scroll down to the
Training
Manager’'s
Approval section
and click on the g T | Golie Daka ) Calrde sk Coursadgprosd |

3 PSSk |8 i oy e g
1 Priml rogry 2 endor &Elw_ﬂ nsgel
1 Print eogy B Eﬂhﬂ_hn I3 pua g 5

Vanger's e

Hame:  THOMASHL L
Approval field to - T
get the “Approval T - _l |
Status \ ————————————————
(rtijected/approve bt |H35253
d) pop Up bOX. e

THe

7. Approve or Reject
the Training
Request by
double clicking on
the appropriate
entry.

8. Press the Enter key or click on the green check ball icon ﬁ to populate the appropriate fields with
the Training Manager's name and title.

9. Click the Save icon g to save the Request. Click Continue on the
pop-up box to confirm that you want to save the record.

10. Click OK on the Record Changed
pop-up window.

o ] |

The Training Manager Approval of the Training Request is Complete.
The DD 1556 Form will disappear from the Training Manager's SAP Business Workflow Inbox.
An automatic notification to the Employee will appear in the Employee’s SAP Business Workflow Inbox.
A NOTE ON THE TRAINING REQUEST APPROVAL WORKFLOW:
A confirmation message will be sent to the Employee’s SAP Business Workflow Inbox after the
Training Request is approved.

If a Training Request is not acknowledged by an Approver by the 4" day, a notification will be
sent to the Employee’s SAP Business Workflow Inbox.
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APPENDIX A - TRAINING FIELD DEFINITIONS

BUSINESS EVENT

A Business Event is a training class. You can find What is it? Where do | receive
this information? From the Course Catalog or if it is an Unplanned course (i.e
College Course), you will enter the name of the Course in the Business Event
field. NOTE: You will select this field from the Business Event Catalog or you will
fill it in if you are doing and Ad Hoc Training Request.

RECEIVER WBS ELEMENT FIELD What is it? Starting just below and indented under the Project

Definition, these represent major pieces of work in the Project. Each WBS level is
indented and below its parent WBS element. SAP allows for as many WBS levels
as needed, though they should be kept to the minimum required to define and
manage the Project. Work can be planned at a WBS element level, in which case
the WBS element is synonymous with a Work Package, Planning Package, or a
Summary Planning Account. From whom do | receive this information? Program
BFM, Team Lead

NETWORK, ACTIVITY, AND SUB-NETWORK FIELD What is it? NAVAIR ABC hierarchy (6 Core

Processes) standard network templates will be used to create networks and
network activities subordinate to Project WBS elements

Acquisition Management - Test and Evaluation

In-Service Support - Repair and Modification

Technology Development and Organic Development/Production

Support Operations.
Sub-networks will be used to perform detailed planning and execution
subordinate to the network activity level
From whom do | receive this information? Program BFM, Team Lead NOTE: If
you work on a direct project or reimbursable work, you will fill out these fields to
the lowest level of detail possible.
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